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Zimbra Calendar

= ZWC Benefits:

User friendly
= Each Zimbra user has a personal calendar

=  With Zimbra, calendar terminology:
Appointments
Events
Meetings
. Users can:
Create appointments
Create recurring events
Schedule all day events
Accept/Tentative/Reject an invitation with one click
Create additional calendars
Share their calendars with other users on and off-site
Delegate calendar management
Accept calendar shares
View calendar in various ways and print
Use color for quick calendar recognition
Schedule meetings
e View multiple calendars to see potential scheduling
conflicts
Import and export calendars

Usable lab-wide, can schedule meetings with users and rooms outside APS

Users migrated from Sun Calendar System optionally elected to migrate data from their personal calendar
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Zimbra Resource Calendars for APS

= Following Zimbra migration (~April 2011),

— APS resource calendars will be created

— Data will be migrated from Sun Calendar System
= APS Resource Calendars

— Groups (Absence, Travel, On-Call, etc.)

— Conference Rooms

— Equipment scheduling (Video Conference)

=  Public view calendars are an issue that needs to be resolved Lab-wide

= |n future, when scheduling a meeting, include the resource (Conference Room) on
the attendee list



Add/Delete an Appointment, All-day,
or Recurring Event
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“Grayed-out” Appointments
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Tentative Appointments
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Conflicting Appointments

=  Appointments that are in conflict:

— Overlap other meetings
— |dentified with “bright red” vertical bar

EEX
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Create/Delete Additional Calendars A

= To create a calendar, right-click on “Calendars”, select “New Calendar”

— Give the calendar a name

— Select a color (optional)

— Select whether to “exclude
this calendar when reporting
your free/busy times”

— Select whether to “synchronize
appointments from remote
calendar”

= To delete a calendar, right-click
on the calendar and select

“Delete”
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Sharing a Zimbra Calendar

= Using the ZWC, to share a calendar:

In the column on the left, right click on the calendar to be shared

Select “Share Calendar”

For Share with: select: Internal, External or Public

Enter their Zimbra email address; for example user@zimbra.anl.gov

Select Role: None, Viewer, Manager, Admin

Allow users to see private appointments, optional

Select Message type from pull-down menu, Send Standard Message (default)

= “yser” will receive an email message indicating the calendar has been shared
= “yser” must respond using ZWC
= To delegate calendar management to another user,

Select Role: Manager
Select “Allow user to see private appointments”

= NOTE: When sharing for email address, do not use user@aps.anl.gov as this won't
be recognized by the Zimbra server, must use user@zimbra.anl.gov
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ZWC: Accept Calendar Share
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ZWC: Event Privacy

Event Privacy

Public
Private

By default, events are “public”
Can configure “private” events

Add event
Mark it as a “private event”

File  Edit

View

History

Bookmarks

”) Zimbra: 314 - 3/18 - Mozilla Firefox

v c x m zanl‘gw:n-

Most Yisited 0 Getting Started 3. | Latest Headlines

Tools

Help
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ZWC: Calendar Permissions

= Calendar can be shared

— Internal User (specify email as user@zimbra.anl.gov or user@zimbra.aps.anl.gov)

— External guests, view-only, with password**
**Use a unigue password and do not use an ANL or APS password
— Public, view-only, no password required

= Note: With “Public” sharing all users can see all events

Share Properties

Name: Calendar
Type: Calerdar
Share witt_ 5 Internal users or groug

Share Properties

MName: Calendar
Type: Calendar
Share with:

O External guests (view only)

() Public {view only, no password required) Share Properties

Email: | gknott@zimhra.aps.anl.goD

(O None None

@ Viewer View

(O Manager View, Edit, Add, Remove, Accept, Decline

O Admin  View, Edit, Add, Remove, Accept, Decline, Administer

¢ TRternal Users of aroup
() External guests (view only) MName: Calendar
() Publc(wemronty; o password required) Type: Calendar

“Role

Share with: () Internal users or groups

mail: l mwestbrookd@gmail.com \
Plssword: | itsasecret #33 Public {view only, no password required)

[] Allow user(s) to see my private appointments. r URL

L1 fhoimv(o) o oy coodbnens == | To allow othe%to access this item, direct them to this URL:
2R S— Send standard message ¥ | ICS:  http:{fzimbra.anl.gov{hom...mbra.aps.anl.gov/Calendar
| Send standard message ¥ Note: The standard message displays your name, the name of ¢ l View: http:ffzimbra.anl.gov/hom...mbra.aps.anl.gov/Calendar.html
Note: The standard message displays your name, the name of the _shared IIEem, (ESALEEE aranted to the recipients, and login - . ——
shared item, permissions granted to the recipients, and login information, if necessary. N

information, if necessary.

-URL OK Cancel

To allow others to access this item, direct them to this URL:

ICS:  http:ffzimbra.anl.govfhom...mbra.aps.anl.gov/Calendar
View: http://zimbra.anl.govfhom...mbra.aps.anl.gov/Calendar.html

-URL
To allow others to access this item, direct them to this URL:
ICS:  http:/fzimbra.anl.gov/hom...mbra.aps.anl.gov/Calendar
View: http:ffzimbra.anl.gov/hom...mbra.aps.anl.gov/Calendar.html
.
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Event Privacy

Public Events Private Events

Internal Users-Viewer
+Allow users to see Private
Events

Internal Users-Viewer
+Don’t allow users to see

Private Events

External Users-View Only
+Allow users to see Private
Events

External Users-View Only
+Don’t allow users to see
Private Events

Public-View Only

12:00 PM
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ZWC: Calendar Roles

= Can assign various Calendar roles when sharing a calendar
— View = view-only
— Manager = View, Edit, Add, Remove, Accept, Decline
— Administrator = View, Edit, Add, Remove, Accept, Decline, Administer
— Note: A “Manager” can maintain a calendar on behalf of someone else,
an “Administrator” can maintain and share/revoke a calendar on behalf of someone

Share Properties
else £

Name: Calendar
Type: Ca|e:[}9r
Share with: (&) Internal users or groups

O External guests (view only)
() Public {view only, no password required)

Email: I gknott@zimbra.anl.gov|

Role

None Mone
©) viewer View
Manager View, Edit, Add, Remove, Accept, Decline

dmin VYiew, Edit, Add, Remove, Accept, Decline, Admhister

[] allow W

: Send standard message ¥

Note: The standard message displays your name, the name of the
shared item, permissions granted to the recipients, and login
information, if necessary,

URL
| To allow others to access this item, direct them to this URL:

| ICS:  http:/fzimbra.anl.govfhom...mbra.aps.anl.gov/Calendar
| Wiew: http:/fzimbra.anl.gov/hom...mbra.aps.anl.gov/Calendar. html

‘ | oK ‘ Cancel




ZWC: Sharing a Zimbra Calendar
Using URL

= Can share your calendar “view only” by providing a URL

—  Web page

—  Email
= Personal Calendar

— https://zimbra.anl.gov/home/username@zimbra.aps.anl.gov/Calendar.html
= Other Calendars

— https://zimbra.anl.gov/home/username@zimbra.aps.anl.gov/calendar-name.html

.. Zimbra: 377 - 3111 - Mozilla Firefox

e £ yew hgay ek
o v C X EZEE s s godonivasez on. e X @
L Most Visted @) Gettng Started | Latest Headines ) Most visted @ Getting Stated . Latest Headines
12 Zimbra: 3/7-3/11 12 Colendar: Morch 2011

47 Do you wenk Firefox to remember the password For “westbroa” on erl.gov?

! [
Type: Calendar
Share wth: () Inkernal users of Groups
O Extemal guests (vew o)
©) b (vew ey, no passord recured)

Em3i: [ girottipaintea. aps.ani.oov

@ Wiewer  Vew

© Manager vew, 4k, 493, Remove, Accest, Deckne

"l O Admin  View, Edr, Add, Remave, Acospt, Deckne, Administer
| 0 o usrts) o see my prvate appintmerts,

Message

‘Secd standard message v

Note: The standard message deplays your name, the nare of the

shared kem, permissions granted to the reciients, and logn

o B workwesk 3 week ] Month | == Today

(8] Most visited @) Getting Started 51 Latest Hea dines

“ [£Z Zimbra

1004
i
€ Close

(1) You are viewing a single instance of a recurring appointment. View the series.

“w| |€ IT Group Meeting

Subject : IT Group Mesting
Location : 401-62100
Date : Wednesday, March 16, 2011 from 9:00 AM - 10:30 AM GMT -
Organizer : Mary Westbrook <westbroo@zimbra,aps.anl.gov>

Repeats : Every Wednesday. End by Mar 9, 2012, Effective Mar 9, 2011,

06:00 US{Canada Central

Notes for all IT Group Meetings

1 |

N\Click on link, cut-and-paste into email

17



Calendar Permissions

= |f your calendar has not been shared to a user (either as individually or shared to
public) they cannot view your calendar using URL

= They receive this error message:

") Error 404 no such item K‘Aozilla Firefox

File Edit View History Tools  Help

o =
6 > £ c X (g W Z ERREN https:ffzimbra. anl. gov/home/jskeldon@zimbra. aps. anl.gov/Calendar. html

Most Visited O Getting Started 3. Latest Headlines

J Z Error 404 no such item I - ]

HTTP ERROR 404

Problem accessing fservice/homefjskeldon@zimbra. aps. anl. gow/Calendar. html. Reason:

no such item

Powered by Jetty :/f

18



Who have | shared my calendar with?

7) Zimbra: 3/7 - 3/11 - Mozilla Firefox

File Edit Wew History Bookmarks Tools Help

6 v c x (0N} https:/{izimbra.anl.gov/zimbra/#6

Folder Properties

Most Yisited Q Getting Started \i, Latest Headlines

J £Z Zimbra: 3/7 - 3/11 ~Proper R
Mame: Calendar
Type: Calendar

Color:

Do you want Firefox to remember the password for "westbroo" on a

g Q) ﬁa“ H S TI [Jexclude this calendar when reporting free/busy times
; T Fanew v O Refresh | e or this folder —

Mon, Mar 7 rios@zimbra,it.anl.gov Yiewer  Edit Revoke Regend
_t@zimbra.aps.anLgov Viewer Edit Revo

I_:ij ITOAI

Enrr Ty S SRR ] 51T

[T arista” 2] Edit Properties —
k [VIEd Gregor RS ] TS »
, are... Cancel
§ l_n Sl tl Launch in a separate window ) :
l_m JoAnne.

If Group Meeting
401-82100

l—:,] JoAnne Wold's IT SRS & &
[122 JoAnne Wold's IT Studeq | 10 AM

3

il

3 l_n Mike Rios's Test of Shari E (30 A
E Searches E 11 AM

g = |

¥ Tags e . ;

% 0 glabel o | flunch with Dad

- [ $labelz E

ﬁ B Zimlake 4 1PM
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ZWC: Browsing Calendars

Limited calendar browsing: can browse personal and resource calendars
— New->Appointment, “Find Attendees”, search “name”

— “name” can be person’s name (or portion of name), which refers to their personal
calendar

— “name” can be conference room name (or portion of name, like building)
Can not browse other user-created calendars
No way to browse all calendars

20




ZWC: Calendar Views & Printing

ozilla Firefo =]
Fle Edt View Hstory Bookmarks Tools Help
6 - C X @ anl editd 2
Most visited @) Getting Started (51 Latest Headines
[Z Zimbra: March 2011 B | £2Z httpsiijzimbra,anl... date=8action=print | | = -
|| 1 Appointment; h || save | advanced
H Mary Westbrook ; : = ==
™ Calendar Ta b_>V|ew davN e Cimal | L Adress BoskS[] Caler Tasks || £ Documents | @3 brifcase | ] preferences
v;gﬂm Eivew | Gretresh | Foeke ({8 )0 - | Elvew + | Frody @ e =
[ calendar g
™ [T/ Calendar Experiment March 2011
Select Day, Work Week, Week, and Month [0 moueratoy || Sudsy  Mondsy  Tusstay Ty Py Sahadey
Mary's Google Calendar 2/27 2 568
[122) Arista Thurman's Calend|
. . o 4 7 [T153] Gregory Knott's Calend:
= For best t Its, click t o
or pest print results, Click on print I1con [ 2 Jome ol 1 s
[1E2 30Anne Wold's IT On-C. =
[122 JoAnne Wold's IT SRS
- ) . o ” . [1%2] JoAnne Wolds IT Stude
[T/ mike Rios's Test of Sha
Can’t print “List” view 5 5
bra 4 B ozilla efo ¥ Searches
KvS
File Edt YView Hstory Bookmarks Tooks Help = i =
bra ozilla Firefo — ¥ Tags [
e Ad c x {ar EHM https:{{zimbra.anl.gov/zimbraj#11 @ $labelt
File Edit View History Bookmarks Tools Help () $iabelz
r e X 7 [ Most visited (@) Getting Started (51 Latest Headiines Test
https:/fzimbra.anl.gov/zimbraj#11
L il S t | £Z Zimbra: 3/14 - 3/18 5Z zimbra Docs > Zimlets
Most Visited ' Getting Started 5| Latest Headlines = 20
J EZ Zimbra: 3/15 12 Zimbra Docs e
Hary Westhrook (Citail | & AddressBook (N calendar} 27 25 1 2 3 4 5 u
Appointments v m Save | Advanced - = SN B a2
D[ I ‘[i‘;“’“’ Fanew v 0 refresh ‘ [ipelete F § 13 14 15 16 17 [18] 19 27
3 v ] Calendar 20 21 22 23 24 25 26
’;:’gs‘ziﬁrml " [(yMail | A AddressBook | (S Calendar Tasks | £ ts [ calendar et Hon: erits N2z 282033 1 2| &
E 3 4 5 6 7 8 9 =
¥ Calendars = = = - . [1] ITLOANER?Z Laptop
S B 5 vow [ refresh | [ oelete 4 B8] (1 v (Elvew ~ | D s onge o s [
7 [] Calendar -
2 2011 Tuesday, | [T122) Avista Thurman's Calend
[ Calendar Experiment
[ ITLOANER2 Lapto 7122 Gregory Knott's Calend: SH
- .\ e [ JoAnne Wold's IT Absen| |
(W Mary's Google Calendar S m:@ JoAnne Wolds IT On-C.
[122] Arista Thurman's Calend [122] JoAnne Wold's IT SRS A 10 4M
[T127] Gregory Knott's Calend: i 122 Joanne Wold's IT Studer
[122) Joanne Wold's IT Absen Mike Rios's Test of Shari 1AM
[T1E3] 30nne Wold's IT On-C Searches
7122 30anne Wold's IT SRS A 104M ¥ Tags oy Noon
[T152] 30anne Wold's IT Studes @ $labelt
I_n Mike Rios's Test of Shari 11 4M [ $labelz 1M
Searches » Zimlets
¥ Tags C Noon 2PM
(@ $labelt
@ $labelz N
> Zimlets Ton
2pM & m I >
_ March2011 > » | SPM
T W T F 5
1 2 3 4 5|
6 7 8 9 1011 12 R
13 14 15[16]17 18 19
< il 5] 20 21 22 23 24 25 2 7PM
= 27 28 2930 31 1 2
3 4 5 6 7 8 9
I Stopped
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ZWC: Bookmark Calendars

= You can easily bookmark any calendars for quick reference

= Launch browser, Firefox
— Right-click on Calendar in Overview Pane
— Select “Launch in Separate Window”
— Select appropriate view (day, week or month)
— Cut the URL from the browser “Go to” field

%) JoAnne Wold's IT Absence: March 2011 - Mozilla Firefox

— Right-click on the Bookmarks Toolbar | e
e - X imbra, &nl;gov/home/westb imbra.aps.anl.govjJoAnne Wolds 17 £ () 77 - | [~ cooo P

¥4 anl.gov i i
" ” - .
and select “New Bookmark B st @ ot 5 ottt
>

| £Z JoAnne Wold's IT Absence: March 20...| -+ |

— Give the new bookmark a name

[ pay [ workweek [ week [ Month | ©=3 Today 4= March 2011 =
— H “« H 1 ” March 2011
Paste the URL into the “Location field - o ey orehaom - e
2/27 28 3an 4 5
— 1 [Ci-leaving @ 3:15 pm ]| (Wald - sick. )| (Wold -sick. Wold - out
C | I C k O n A d d 2 Leibfritz - 3:45 Out for Dr. [(wallis - leaving early ]| [Budraitis - sick IZF'L;:TYS—’
. =
— Later, you can click on the shortcut
vac
. Stein - Incidental Absence
to view calendar =
(Iea)vea:SD

pm,

e Current tab

— Right-click on shortcut to view calendar
e New tab

¢ New window
22



%) Zimbra: 3/14 - 3/18 - Mozilla Firefox
Fle Edit View History Bookma Help

ZWC: Calendars and Color 9** »1

| £Z Zimbra: 3/14 - 3/18

@ ‘ a - wruday & 314-3)18 59 i
| 20m | monmarts | TueMarts | wedmarts | Tumatz | Fimarts ]
[ioid sk ) [#old - ot on Friday: ||

| v im Enew v Cjrefresh \ ] et T
| AV calendar B
[T Calendar
[T moanerz Laptop |
[ Mary's Google Calendar

[12] Avista Thurman's Calend) |

R. Sersted - Vacation

[[Brady, Cyl,Dannenberg/Potempa - Director Review
[wod-sick 'FNuId ~sick iIJarka - 1fzva

= Colors can be used to quickly distinguish

between different calendars 5/
| @ e ,

= Set/change calendar color: e

i |Janob Skeldon

— When you create calendar

£E0)] [ R Vi FIBEET

2:00 PM

— When you accept a calendar share ‘
— Right-click on the calendar and select

“Edit Properties” and change color (e — T

Fle Edt View Hstory Bookmarks Tools |adS

; : sowicaends £ 71 - |- oo 2l

= |f calendar colors get “too busy”s e —ecrietae st Bl

| 52 Zimbra: 3{14 - 3{18 | | 5Z calendar: 3/13-3/19 | £Z Johnne Wolds IT Students Schedule: 3. | + | [-]

can view calendar in a separate window et o e e

2011 | Sun, Mar 13 Mon, Mar 14 | Tue, Mar 15 ‘ Wed, Mar 16 | Thu, Mar 17 l Fri, Mar 18 | Sat, Mar 19
— “Right-click” on calendar | | | | | |
g 7 9:00 AM l
:Ics:m_lumgas 1T Group Meeting
q
" . . ” o
— Select “Launch in Separate Window iy LU
Meeting
[11:00 am | ‘
w
[12:00pm |
W Walk at Lunch
2:00PM
Dentist Appointment | ‘
[4:00pm |

23



Schedule a Meeting

- Py X U.S. DEPARTMENT OF
{2} ENERGY



Schedule a Meeting

= Recommended Procedure for Scheduling a meeting:

1 In Calendar Tab, New->Appointment

2 In Appointment Details Tab, enter Subject: “Meeting name”

3 Find Attendees Tab->Enter attendee name->Search->Add

4 Find Conference Room, Enter Conference Room name->Search->Add
5 Schedule a time available for all, Schedule->Make any needed changes
6 Save

7 Check your calendar

= Zimbra advantage:

Can easily check availability by viewing multiple calendars (attendees and conference
rooms) to see potential scheduling conflicts across the Laboratory

Can add an event on multiple calendars at once
No need to send email messages to participants, this is done automatically by Zimbra
Can attach meeting agenda (or other files) to appointments

= Zimbra disadvantage:

Multiple email messages, may need to accept meeting multiple times

= View Online demonstration of Scheduling a Meeting at:
https://webapps.inside.anl.gov/cis unix/download/zimbra-howto-

tmp/HOWTO Schedule a Meeting/Zimbra Web Client



https://webapps.inside.anl.gov/cis_unix/download/zimbra-howto-tmp/HOWTO_Schedule_a_Meeting/Zimbra_Web_Client
https://webapps.inside.anl.gov/cis_unix/download/zimbra-howto-tmp/HOWTO_Schedule_a_Meeting/Zimbra_Web_Client
https://webapps.inside.anl.gov/cis_unix/download/zimbra-howto-tmp/HOWTO_Schedule_a_Meeting/Zimbra_Web_Client
https://webapps.inside.anl.gov/cis_unix/download/zimbra-howto-tmp/HOWTO_Schedule_a_Meeting/Zimbra_Web_Client
https://webapps.inside.anl.gov/cis_unix/download/zimbra-howto-tmp/HOWTO_Schedule_a_Meeting/Zimbra_Web_Client

Schedule a Meeting

) Zimbra: Appointment - Mozilla Firefox

File Edit View History Bookmarks Tools Help
2) Zimbra: 3/22 - Mozilla Firefox @ - C X @ https:/jzimbra.anl.gov/zimbraj#14 - | e J
file Edt View Hitory Bookmarks Tools Help [.8] Most visited 0 Getting Started |2 | Latest Headlines
@ = C Laf @https’HZimbra'a”|'9°""‘2imbra"' *2 [5Z 2imbra: Appointment ! + [+
[ Most visted @) Getting Started (] Latest Headines ,:,j-l' Do you want Firefox to remember the password for "westbroo” on anl.gov? [ Remember ] [Ngver for This Site ] [ Mot Now ] %}
[Z Zimbra: 3/: ! + = . T
A l—HEA T ‘ T ‘ 2 ‘ 5 7 Learn about the offline version
pol iref h " 0 I.gov? ppointments I Earc | ave vance : = Z
}/k Do you want Firefox to remember the password For "westbroo” on anl.gov Argg_ﬂ_ne L | Pomam Admin @ Help ‘ﬁ Log Out
| - ———— — S ——— =~
Mary Westbrook e | (] e H il = 3 H s I i
il Mail | Address Book Calendar | Tasks ’ Documents | o4 Briefcase | || Preferences
Argonn_.e__ | l - - | 5.7 GB of unlimited ‘ @ 4! dh | 8 “ E] ‘ £ ‘ i ;‘ I:] ‘
Y R \ AT S - D Ee W
I Mary Westbrook | Cymail | & acdressBook | = B Calendars [Flsave ¥ cancel | Elpint & add attachment %7 Spell Check | L Format
5.7 GB of unlimited | ) : [V calendar :
5 I;alénzalrs ; = w Refresh | [ Delete 10 1= | [] 1] calendar Experiment 1 Appai ils Schedule ‘ &4 Find Attendees ‘ (By FindLocations | |} Find Resources ‘
alendar = 3
[T Calendar Experiment [§ Message  [nm] ,_ —J TTLOANER2: Laptop ~Details X ~Time
[17] ITLOANERZ Laptop & Contact  [nc] [T1E7] arista Thurman's Calend|, | ) - -
= ; | * Subject: | Special Meeting| /
[ (23 Arista Thurman's Calend %0, Contact Grouj l_ _3 Gregory Knott's Calenda \“m+_/
Pé Gregory Knott's Calends | (T=] appointment [na] > Il:% JoAnne Wold's IT Absen Lo 3j7j2011 3:00 PM
JoAnne Wold's IT Absen @ | Jo&nne Wold's IT On-Ca [
Task B .
= . * b= Show as: | Busy ¥ | Markas: | Public ¥ 3j7j2011 :30 PM
I_ZJ JoAnne Wold's IT On-C3 Roone (| d Jodnne Wold's IT SRS A t4 | =l
f ' * h — >
["122) JoAnne Wold's IT SRS A o _ 2] JoAnne Wold's IT Studer | | Calendar: | Calendar v Repeat:
[T152 JoAnne wold's IT Stude Upload File [IET Mike Rios's Test of Shari <
7 mil - Reminder: i ‘ v
|—D Mo R mbra: Appointment - Mozilla Firefox 5 minutes before
__ Searches | fle Edt view Hstory Bookmarks Toos Help
Y Tags @ - C (v (EZEERH retps:jrzimbra. an. qovizimbraf#7 7 -] [*8- y
$labelt | Mogisted (@) Getting Started (51 Latest Headines
$labelz | o> Jimbra: Appointment [= =
> Zimlets | /5 poyou want Firefox to remember the password for "westbroa' on ar.gov? [emenber | [Weverforthisste | [wotnow | @ ] Request Responses [V] Send Motification Mail
; Learn about the offline version
= (59 appointments [Seavm || save | advanced ] Toorn S Tt
" S A, | ()Mal | L AddressBook | [T Clendar | ) Tasks | £ Documents | S riefcase | [-] preferences |
¥ Calendars EF Bssve ¥ concel [Eprint < Add Attachment Spell check | L Format ~
[VI7] calendar T
[ Calendar i = i ?‘——!We &g Find Attendees | [Ey FindLocations  {c} Find Resources
[T 1mLoANER2 Laptop Find . 2z
[1E3 arista Thurman's Calend) { 3 i .
[T122) Gregory knott's Calendal | - Find: fugestbrook Source: | Global Address List v |
[1Z2 308nne Wold's IT Absen
[ Joanne wolds 17 on-ca || Folder Name | Emal | workPRone | Home Phone Status
7123 Joanne Wold's IT SRS A Global Address List Jamest i Free
[T152) Joanne wold's IT Stude Global Address List ( WMary L. Westbrook \u%tbmo@aps.an +1630-252-8914 Free
[T Mike Rios's Test of harif | Global Address List “SMatthew C. Westbrook __——Tfiwestbrookz0106 +1 630-272-5014 Free
Searches
¥V Tags = L
$labell
@ $labelz
> Zimlets |
| acdan 47 ace ymve Remove Al |
for this i S
Folder ‘ Name: ‘ Email ‘ ‘Work Phone ‘ Home Phone Status
2 . Global Address List Ryan A, Brody rbrody@aps.anl.gi +1 630-252-8199 Free
_— Global Address List Darryl Reigle dr@aps.anl.gov  +1630-252-5042 Free
“ 4 March20il > » Global Address List Tadas Budraitis Jr. budraitis@aps.anl. +1 630-252-9306 Free 26
’_5772’2 lT \z ; %:7 Global Address List Timothy E. Hentsch h@anl.gov +1 630-252-4276 Free
6 7 8 9 10 E 12 Global Address List Steven J. Potempa spotempa@aps.ar +1 630-252-9871 Free




Schedule a Meeting

?) Zimbra: Appointment - Mozilla Firefox

Eile Edit Yiew History Bookmarks Help

@ = C (ar E W https:/jzimbra.anl.gov/zimbraj#7

(] Most visited @) Getting Started (.| Latest Headlines

Tools

[Z Zimbra: Appointment | +

47 Do you wank Frfos toremember the password for"westbroo’ on an gov?

° EAppﬂhhnenks 'H Search H Save \ advanced J

[ Remember | [Wever for Thissite | [ motnow | E3 |

Learn about the offline version
i @Hab “JLog Out

Atgon

4 Appointments using resources (Conference Rooms) should
be entered by including the resource on the attendee list

" T Westhen ‘ @Ma. H e o) ]l ] catendar H E]Tasl« H gnamenu “ Pa—— h DPrefevms }
v liaémars EF Biswve X concel | Bipine @ addattachment + Spellcheck | L Format ~
v [] Calendar T
I " ? e |l e «“ ”
[ Colondor Experiment. || (] Appoitment Detals | [ Schedde &8 Find attendees |(By FindLocations | {c} Find Resaurces \ h h d | b f / b f
el = . 5 User the Schedule tab to see “free/busy” info
[1E3 Arista Thurman's Calend 4
7123 Gregory knott's Calenda | Fi Source: | Global Address List ¥ Search o
[TIZ2 208nne Wolds IT Absen| ~ =) Zimbra: Appointment - Mozilla Firefox
[T Jonne Wolds IT on-cd | Folder = \ Work Phone
[T123] Jonne wold's 17 SRS Af | Global Address List nfmldhgm Room nnwzqn o#f.anl.g File Edit View History Bookmarks Tools Help
122 JoAnne Wold's IT Studeq | Global Address List 240-T a B@240.conf. anl.q
[T1E7] mike Rios's Test of Sharif | Global Address List 2402172 (Bu\ld\ng zqo, Room 2172@240.conf.anl.g 3 - . ~ 0 wm——
R Giobal Address List 240-2173 (Buikding 240, Room 2173@240.conf..anl.q @ v c AN &Y _E https:jzimbra,anl.gov/zimbraj#3 Y -' > Google
7@. Global Address List 240-2178 (Building 240, Room 2178@240.conf.anl.q
¥ Tags i Global Address List 240-2188 (Building 240, Room 2188@240.conf..anl.g = J& == . : .
$labelt Global Address List 240-3162 (Building 240, Room 3162@240.conf.anl.q ‘& Mo Visited O Getting Started (5| Latest Headlines
@ $labeiz Global Address List 240-3173 (Building 240, Room 3173@240.conf.anl.q e | —
» Zimlets Global Address List 2403178 (Bulding 240, Room 3176@240.conf.anl.g ‘ [£Z 2imbra: Appointment I 2| [iem
| Global Address List 240-3188 (Building 240, Room 3188@240.conf .anl.g = —
B Global Address List 240-4162 (Building 240, Room 4162@240.conf.anl.g " " " . o
epislate AT e ﬁ Do you want Firefox to remember the password for "westbroo” on anl.gov? [ Remember ] [Ngver for This Site ] [ ot Now ] 8 ‘
7 3 - e e
[Cacamn ([ add | Remove [Removes o ‘ E Learn about the offline version
: ¢ 5 Appointments ¥ Search Save Advanced
forthis Argonne =¥ ‘ [E}Domain Admin (D Help | Log Out
Folder Name | Emai | workphone | Mary Westbrook 3
Giobal Address List Ryan A. Brody tbrody@aps.anl.goy  +1 6302 I 57 gB of unlimited I -y o Address Book ” [ calendar || E] Tasks “ £ | Documents H 5 Briefcase H D Preferences |
Global Address List Darryl Reigle dir@aps.anl.gov +1 630-2¢ .
; : 5 oo =
Global Address List Tadas Budraitis Jr. +1630-2 .V C ™ ‘ BSave cancel ‘ @P‘ AN chiment Spell Check J ER Eormat
Global Address List Timothy E. Hentsch h@anl.gov +1 630-28 I—‘ D . < =
< i | s Global Address List Steven J. Potempa spotempa@aps.anl.gov  +1 630-2¢ v Calendar ‘,.E." 2 o : % : 5
.+ iy || cobaladdessust ChrityLDsmrerberg  dsoen@apsanlaov  +16024 [ |1 ] Calendar Experiment =]~ Appointment Detaily, 73] Schedule [.F ' Find Attendees !@ Find Locations | (¢} Find Resources ’
S M T w T F 5 Global Address List Daniel 1. Devito ddevito@anl.gov +1630-28 :
1 s o o ||| ebaadressis [T1] 17LOANER2 Laptop e .
6 7 8 9 10 12 Global Address List = ay even Key
13 14 15 16 11!1%I 19 l_ Arista Thurman's Calend
w22 s T3] Gregory Knott's Calendal | Start: | 3j11/2011 vl @ |2:30em vl [Trree  Meusy I Tentative
27 28 29 30 31 1 2
Anne Wold's IT Absen T | Unknown Out of Office
[/ 3] 30Anme wold's IT Abse End:|3;11/2011 v| @ I3:00PM v O O
[TZ3 30anne Wold's IT On-Ca =
[T123) JoAnne Wold's IT SRS A
(53 Joanne Wolds [T studed | € Mar11,2011=; | » 3 4 5 6 7 8 9 10 11 12 1 2 3 4 5 6 7 8 9 10
[T1E7] Mike Rios's Test of Shari | /mrﬁendees \1\
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$label2 &o v | Daniel 3. pevito 45
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Schedule a Meeting - More  |en cx fem— —

S [ tvewents =] ot | s atwces
e
| gy | Do | et | L | .
e . s G2 O Bwws “rtww - e -

= Hover over calendar event to view B fraetter

1 50 e s Yot of ey
. S
details T
B ves o
* B

=  Needs action: List of Attendees

n M = >
— these attendees have not yet responded ST
Cepeim M, e
‘ >e
e e
. . . .
& — 1
" To cancel a meeting, right-click on meeting
. . '
o" 124 . meAmiz e
— Select “Cancel Ly
bra: Appo e 0 a efo .
- . . . File Edit View History Bookmarks Tools Help
To cancel an appointment, right-click |@ - ¢ e il e >
. ];i]Most visited (@) Getting Started |51 Latest Headlines -~ m‘ w: m - s —
on a p po| ntment | 52 zimbra: Appointment =] (O HERR - rrrm—" | B 2
Do you want Firefox to remember the password for "westbroo" on anl.gov? l'y«w.mm 'Q‘w‘-‘.r-'“:?, U — e —
£Z Zimbra: 3/18 3 | 62 htosijzmbra an. dotemtiactionmprink | - | -
— Select “Delete”  agome | Do e e =T
; : e et (Cymal | G AddessBook | [ calendsr | )T | [jDocuments | @brecase | [proferences |
'??és”!m" 9”"{ £ Address Book HDC“'W !ﬁwﬁ«w&—ﬂ‘ﬂw' retresh | Toskts £$ 15| ()~ | Flvew + | = todsy @ s =
¥
¥ Calendars | Pisave € close | Eirrint P adda| [ cosesn == fden Horh 1
[VI] Calendar 5| Pﬂmwwm &
[0 calendar Experiment [F]  Appointment Details ‘ﬁ Scheduiel [ wuts thumancoood| |
[T17] 1TLOANER2 Laptop — ;E Eﬁmvmﬂscm o
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ZWC: Respond to an Invitation

1. User receives an email invitation

2. User responds to invitation using ZWC ONLY
1. Accept
2. Tentative
3. Decline

3. Meeting organizer receives an email and can view
updates on the calendar
NOTE: Can change your response later
If meeting is changed, will need to accept again
When respond, email goes into Trash folder
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Accept: test
v From: £, "Gregory Knott” <gknott@aps.anl.gov> 3
To: westbroo@zimbra.aps. anl.gov

March 11, 2011 4:41 PM

| & Accept i E ? Tentative |' x Decline ¥ ‘j) Propose New Time
| test
| w From: &"Mary Westbrook” <westbroo@aps.anl.gov>

To: "Gregory A, Knott" <gknott@aps.anl.gov>; "Ryan &, Brody" <rbrody@aps.anl.gov>; "Daniel J. Devito" <ddevito@anl.gov>

March 11, 2011 3:49 PM

| A| Subject: test
| Organizer: westbroo@zimbra aps.anl gov

Time: Tuesday, March 15, 2011, 2:30:00 PM - 3:00:00 PM GMT -06:00 US/Canada Central

| Imvitees: "Gregory A Knott" ; "Ryan A Brody" ; "Daniel I. DeVito"

| The following meeting has been modified:

Subject:  test
| Organizer: "Mary Westbrook" <westbroo@zimbra.aps.anl. gov>

Time: Tuesday, March 15, 2011, 2:30:00 PM - 3:00:00 P GMT -06:00 US/Canada Central

Invitees: "Gregory & Knott" ; "Ryan A Brody" ; "Daniel . DeVito"

—| Yes, Twill attend.
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Zimbra and Google
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Google User Can Invite Zimbra Users
and vice versa

Google users can invite Zimbra users

— Step 1: From Google login, configure meeting on Google Calendar, add
user@zimbra.anl.gov as guest

— Step 2: Confirm you want the invitation sent to guests

— Step 3: user@zimbra.anl.gov may notice a new appointment on their calendar that
needs to be accepted or declined

— Step 4: user@zimbra.anl.gov will receive an invitation by email, they need to accept or
decline

— Step 5: user@zimbra.anl.gov will notice that the meeting has been accepted on his
calendar

= Zimbra users can invite Google users
— Add Google user (user@gmail.com) is in your contacts list

— Setup meeting as usual

— Invite google user by searching your contact list

— Google user will receive email invitation, they need to accept or decline
=  Should also be possible with other Mail/Calendar accounts

= Default calendar permissions allow internal and external users to invite Zimbra
users to meetings .


mailto:user@zimbra.anl.gov
mailto:user@zimbra.anl.gov
mailto:user@zimbra.anl.gov
mailto:user@zimbra.anl.gov
mailto:user@gmail.com

Google Users can Invite Zimbra Users

%) Google Calendar - Mozilla Firefox

?) Zimbra: 3/14 - 3/18 - Mozilla Firefox

;ile §d|t7 View History Bookmarks Tools Help File Edt View History Bookmarks Tools
) 4 s ab=mq v =
@ ¢ X & il "7 — Sk @ v X N B heps: 7zimbea, k. govfzimbraj 4
(5] Most visited (@) Getting Started [ Latest Headines =
| 1M Gmail - Share Created: Calend... | [E] Google Calendar || M Gmil - Inbox (100) 2 st visted @ Geting D) Latest
Gmail Calendar Documents Photos Reader Web more v Send invitatt@ns? 2 X £Z Zimbra: 3/14 - 3/18 3 | 52 zZmbra bocs | | 52 ttps:fjzinbra,anl. =18localeldmen US || |
Google calendar { :l Search my calendars | § = \ | 57 = e 756';7'] Say
Would you like to send invitations to guests? B el Yo o Ty —
R oo B Diccord | sactunimied ]DM h &k Address Book H [ calendar n ] Tasks ]l 1| ocuments ” 5 Briefcase ” ] preferences
T T Calendars Fanew ~ | €3 refr : = 9 o~ | v | e
— ! | g | [7 Delete [ ] Elview v | = Today
Google Invitation I iSend! J [ Don't send ] [VIE] Calender |0_ 3 e
MNc 2011 Mon, Mar 14 Tue, Mar 1S Wed, Mar 16
3152011 8:00am to 9:00am 315/2011 Time zone 1 I_: b 1
Al day [CIRepeat... [_JMstaT 's Calend! | e — e — — e — ——
Event details Find a time 1 g‘a Greoovy;r:;‘s;nbs 5 aM
22 JoAnne Wold's en,
i [T 3oAnne Wold's IT On-Ca
ere [B2100 Add guests [122) JoAnne Wold's IT SRS A 6aM
Calendar ]‘rrwves(g@kl:@gmail.cum‘ v westroo@zimbra. anl.goy 6 | [':é JoAnne Wold's IT Studer
o) Mike Rios’s Test of Sharig
Description |nvited by Google user 7AM
Add Y 8 aM
R | [Email v| 10 [minutes v x £ $labetz 9aM
[Pop-up | 10 [minutes v| x Guests can [ modify event > Zlets
- it Minvite others e
a reminder [ see guest list LA
Show me as O Aailable | B d (i
(O] r i
L U S e <4
Ritvacy g‘i@\ccept v 2 Tentative ¥ K Decine ¥ ')/ Propose New Time iy Noon
! (3 o ad 3 New
Of ogle Invitation @ Tue Mar 15 10am - 11am (westbroo@zimbra.anl.gov) &3 of g - 4 V:ﬂhenn gn; 016()' 2011 from 10:00 AM to 11:00
| | 3 1 ocation: B21
Le2| & From: &, "Google Calendar” <calendar-notification@google. com> 22 3 Notes: Invited by Google user View your
= | at...
Orfg ‘mary westbrook" <mwestbrook4@agmail,com: & | 2pM
«Back to calendg 7 30 \l_—.—'
[ estbroo@zimbra.anl.gov j J;Ame =
Reply To: "mary westbrook" <mwestbrook4@gmail.com> 4 m Mo Rios's T; o
| @invite.ics {1.1 KB) Download | Briefcase | Add to Calendar | Remove - 7AM
— 20s Gl sam
google Invitation
Invited by Google user 9aM
When Tue Mar 15 10am — 11am Central Time o
10 AM
Where B2100 (map)
Calendar  westbroo@zimbra.anl.gov 1AM
Wha = mary westbrook - organizer
= westhroo@zimbra.anl.gov Noon
Going? Yes - Maybe - No more options » T mm g&f’ 2011 from 10:00 AM to 11:00
Notes: Invited by Google user View your
Invitation from Google Calendar at ...
You are receiving this courtesy email at the account westbroo@zimbra.anl.gov because you are an attendee of this evert o I
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Sync Zimbra Calendar to a Google Calendar

= You can share your Google calendar with Zimbra. Here’s how:

= (Create a Google calendar

— On the left hand side under “My Calendars”, click on Settings and then the Calendar
name

— Scroll down the page to the Private Address line and then click on the ICAL icon to get
the ICS address for the new Google calendar

=  @Gointo Zimbra add a new calendar

— Select the Synchronize with remote calendar and put the address in.
= Caveats:

— You can't make changes to the Google calendar

— Not sure how often Zimbra syncs

— Can force sync by reloading the calendar

= Courtesy: Zimbra/Google Calendar Sync is not officially supported by APS IT or
ANL CIS staff
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Miscellaneous Calendar Topics
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ZWC: No Need for Group Calendars

= Not referring to Group calendars, like XSD Travel, AES Absence, etc.
=  Concept of a “Group” calendar from the Sun Calendar System

= Named collection of calendars by individual for their convenience

= Not needed in Zimbra, can view multiple calendars easily

2) Zimbra: 3/14 - 3/18 - Mozilla Firefox
Fle Edt Wew Hitory Bookmarks

| Qe H & Address Book. H [ Calendar H ] Tasks Habnmmmls ﬂ ﬂ [] preferences i:——’iz;; — —

\G %EN:W v UJrefresh | [Tpskete (4 @ | () ~ | Elview v | = Todey & ae-as ‘*:\

Mon, Mar 14 | Tue, Mar 15 | Wed, Mar 16 | Thy, Mar 17 | Fri, Mar 18 1

| [R-Sersted - vacation | =S [wold=sick [0 - out on Fridays I

Cyl, npa - Director Revi iew ] "l

[oid-sick |

|

— — S— - — — e — — _—

M el

M |

|

v Tags Y " |
(@ gabelt |

- sabeiz i |
| > Zimlets i
i i
| " I
|

" |

Noon i

" |

|

26 |

3pm i

PM |

|

Rssifesorm-tosmee.. | |
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Check out the Mini-Calendar

g};- 52 etps | s, g D IENE | IE28
Fle Edt View Favorkes Took Hebp

x Google v fPsexch - il - pe @sheer P - sgninc | x EConvert - [Rsekect | x @sosok '
i Favorkes | g ONJ\\grkMa\(mu @ ~ @ Free AL &Unimied Internet £ | Free Hotmal £

2 Zimbes: 314 - 318 -8

- B s
e A{Qm“&mu“ﬂcmdgmHUWﬂﬁmuUm’[ — =
= Hover over date to see calendar ey B T
F_‘mm' R. Sersted - Vacation 7[&«“ 7 | R Hiwddw\lmﬁﬂws hi‘:

| [17] Mary's Google Calendar ) o= ] [hrmon-vee ]

appointments e

[C153) Gregory Knott's Calendaq
| [V 22 Joanne Wold's IT Absend | - - 1
[543 JoAnne Wold's IT On-Cal 8AM | |

= Turn a message into an appointment I =

| [1i53) Mike Rios's Test of Shariq

—  Within ZWC, can “drag-n-drop” an email o= s
) slabei2
message to a date on the mini-calendar | | - T
— Automatically brings up the appointment | -
details

: 19 |
| & ferody-5rs: |
] I | > lMcDowell-v. i

— @- 4 ) A‘pnlzqog; » k 'Jarka - sick :
. .o e = o [:l[ﬁ_nppmtmems <[ search || save \ Advanced | DT T Sersted - cla |
using mini-calendar (,;,_*'E"-"-mwk ) prreesr-pa tra 1 EEEREEE ':%
| E-?'.IB g [x ej“@ | 0d:a'ch "; o o 5 8 7 8 9 w0l s

Save Cancy Print Add Attachment Spell Checl & . 12 13 14 15 16 17 18

o ” ]
- EE E
dOUbIe arrOW keys | |:j Ea::::arExperiment | ] Appointment Details ‘@ Schedule |Sg Find Attendees ’& 4‘ 19 20 21 22 23 24 25

[ 1TLOANER2 Laptop {
| [ Mary's Google Calendar | | 26 27 28 29 30 1 2 B
13 4 5 6 7 8 98 =i

’ | | *Subject: \[estDrac nor}u
| [ Arista Thurman's Calend| Sl

- [JE7 Gregory knott's Calenda | | Location: l

| [V]22 JoAnne Wold's IT Absen|

| Shi : | B v Mark as: | Public ¥
[1E3 Joanne Wold's IT on-Cal St jalides E’

[ Jonne Wolds TSRS &f | | Calendar: Repeat: | None™¥

| [ JoAnne wold's IT Studer | o ,— PE— -

- [T1E3] mike Rios's Test of Sharif

= Can advance calendar

Be gdt vew Htory [CHUDIGN Tods Heb

e = c X & https:{fzimbra.anl.gov/zimbraj#4
a ye a r' a t a ti m e Most Visited @) Getting Started (31 Latest Headlines

| 5Z Zimbra: Appointment ' + |

====== Time

dMary Westbrook" anl.gov>; "westhron”

v Tags Gl tt@zimbra.anl.gov>
[ $labelt |
[ $labelz Request Responses [7] Send Notification Mail

| > Zimlets

E |UE need to meet
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Modifying Default View of ZWC

= Try and bookmark these URLs:
— Start ZWC with Calendar view

e https://zimbra.anl.gov/zimbra/?app=calendar

— Start ZWC with Contacts view
e https://zimbra.anl.gov/zimbra/?app=contacts#l

— Start ZWC with Documents view
e https://zimbra.anl.gov/zimbra/?app=documents#1

— Start ZWC with Tasks view
e https://zimbra.anl.gov/zimbra/?app=tasks#1

— Start ZWC with Briefcase view
e https://zimbra.anl.gov/zimbra/?app=briefcase#1

— Start ZWC with Mail view (default)
e https://zimbra.anl.gov/zimbra/?app=mail#1

37


https://zimbra.anl.gov/zimbra/?app=calendar
https://zimbra.anl.gov/zimbra/?app=contacts
https://zimbra.anl.gov/zimbra/?app=documents
https://zimbra.anl.gov/zimbra/?app=tasks
https://zimbra.anl.gov/zimbra/?app=briefcase

ZWC: Calendar Search

= Can search forward and backward in time, by Day, Week, Month

= Canreturnto “Today”
= Can not go to “Date”

= Tagging calendar events makes them easily searchable

?) Zimbra: 3/14 - 3/18 - Mozilla Firefox

File Edit View History Bookmarks Tools Help

?) Zimbra: 3/14 - 3/18 - Mozilla Firefox

File Edit ‘iew History Bookmarks Tools Help

r c X & ‘_-L}anl.gor'-.-: https:{fzimbra.anl.govj#2

Most Yisited 0 Getting Started 5. Latest Headlines

‘ & Information Technology | Advanced Ph... | ] EZ Zimbra: 3/14 - 3/18

als]

E== - p " - | Hﬁappolntments 'H Search H San
i > Sinosus Lisausress —— — S — —— ]
1 Mary Westbrook I . 1 | o t
[ e 1:[ (= Mail H s Address Book n [ calendar H [ Tasks H £ | Documents U (]
¥ _Calend a‘:E‘.New' 7 Refresh | [l Delete (4 =2 | & v |\fiew' ‘ = Toc
(TR Ciertr | 2on Mon, Mar 14 [ Tue, Mar 15 Wed, b
[T calendar Experiment 0 iar e £
[T moanerz Laptop | l
[11 Mary's Google Calendar | Zanl = "
l_ E Arista Thurman's Calend| :
I—E Gregory Knott's Calends 8 aM

[122 JoAnne wold's IT Absen|
[T23) J0anne Wold's IT On-Ca
[122) JoAnne Wold's IT SRS A 9AM
[— :ﬂ JoAnne Wold's IT Studel al
[£] E IMike Rios's Test of Sharil 10 &M

v

Searches i

' ¥ Tags s 11 AM
$labelt |
$label2 i Noan
() Test 3

> Zimlets | 1PM

Q@ cx

@ Most Visited U Getting Started 5 | Latest Headlines

A I]ttpg:Hzimbra.anl.govl#z

! & Information Technology | Advanced Ph... J Z 2imbra: 3/14 - 3/18

RS

( Mary Wenbrot:‘k R

Aus

i ' 5 oo

ks '” Search

il é I\/;aii H &A .;;dress Booki][: E_Calenda_r :;H_ é Tas{G ] “ Docu.;n;ts

| [ new 'I@TRefresh ‘ [ Delete (4 0= | £ -~ ‘ = view v |

5.7 GE of unlimi |
Y talad =l
WD Calendar

IT:'] Calendar Experiment
[T ITLOANERZ Laptop

[T Mary's Google Calendar | |

[122] Arista Thurman's Calend|
[_E‘;] Gregory Knott's Calends
| 22 JoAnne Wold's IT Absen|
[_E JoAnne Wold's IT On-Ca
[T152) 30anne wwold's IT SRS Af
I_E JoAnne Wold's IT Studel ‘

> Zimiets

[T1E7] Mike Rios's Test of Sharit
‘ Searches
V Tags Y
$labell 5
Cytiste

2011 Mon, Mar 14 Tue, Mar 15

ETTE | —
§ AM

9 AM

10AM

11 4M

Moon

1PM
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Zimbra HTML

= ZWCis an AJAX-based web interface

AJAX stands for Asynchronous Javascript and XML

— For example, AJAX used by Google Maps
= By default, ZWC is configured to use

e et “"""‘“*’
IlaJ aX” 7 Tmmmwm“wr
B |
— Preferences->General R [om s [ [ [ Lo [ aem [ e
— Can switch to Zimbra HTML o
— May need to reload or logout/login = e
Some users prefer HTML calendar

) Zimbra: Preferences: General - Mozilla Firefox

Ele Edt Yew Hgtory Bookmarks Jods Heb

e +C X

G (EZHEE rtos izt on goviintesj#19

AJAX simply means that the web page can be more responsive and act more like an
application without always requiring us to click on links and reload page

Bw:]‘i;mW seve | Advanced l ’7

format

— Preferences->General, or
— Select Standard (HTML) on login

gonne ™
Collaboration Suite

(preferred)

Username: | westbroo

Password: [ooonooooo-

[[] Remember me on this computer

Zimbra :: the leader in open source messdgy ._M@'.‘.e

Copyright © 2005-2010 Zimbra, Inc. Zimbra' and the ZimbIs 1508 are trademarks of Zmbra, Inc.
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ZWC: Tasks

= Tasks or "to do's", or things which need to be accomplished, can be maintained
and tracked within the ZWC

= Tasks can be shared using the ZWC

%) Zimbra: Tasks - Mozilla Firefox
File Edit Wew History Bookmarks Tools Help

6- c X {ar z Elplis s https: ffzimbra.anl.gov/zimbraf#25 i’:} v| ‘?‘v Google

Most Visited o Getting Started 2. | Latest Headlines

| EZ Zimbra: Tasks | +

Do you want Firefox to remember the password for "westbroo” on anl.gov? [ Remember ] [Never for This Site ] [ Mot Now ]

[——

| i AddressBook | []Calendar | [Z) Tasks | £ Documents |

Click here to add a new Task

# Prepare for Zimbra Workshop InProgress. 10% 3123(2011

‘[ s % Complete | Due Date
i
l
|
|

Thanks, Tim!
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Calendar with Thunderbird Add-on
Lightning

= |nstall Thunderbird Add-on
— Download Lightning from:
https://addons.mozilla.org/enUS/thunderbird/addon/lightning/
— In Thunderbird, open Tools->Add-ons _
&' Add-ons E]@
— Click install, browse to downloaded file, OK &

- Kk 0 A 32

= Configure Thunderbird (next slide) T —
= Courtesy: Tested with TB 3.1.7 and Lightning 1.0b2, =

not officially supported by APS/IT or CIS L Jn R e

Manage your daily schedule directly within Thunderbird.

[N OO SOOI O OO T IO I T g

Allows managing calendars locally or subscribing to

. S :_ network calendars. Lightning 1.0 beta2 is the latest
< nbox - Mozilla Thunderbird 3 : " stable release containing 110 bugfixes and
i D S '_‘, Software Installation & E improvements over the 1,0b1 release. =
5 Getmail + | wit Addess Book Tag~ [ searchalm ik = Learn More
Bvconat - [fune Buswo \ Install add-ons only from authors| n
| Inbox
A&

/ '\ =

Al Folders
# = Local Folders
= & 'westbroo@aps.anl.gov
# [£)Inbox (7981)
[ orafts
(@ isent (1408)
@ S Trash (6)
|_Accordent (60)
[ jacy
[“admin (7139)
[ Adabe
| AES PII Su...y 2011 (9)
|__|AIRMAGNET
[ airTran | i S
Ciavos —_— y ;
| |APS1 Down ‘ \
 [archives T

l i l I I
| /Argonne Newsroom / tiend send you a cool link? Want to read the rest of that interesting article.. ¥
.

4 Extension Install Complete
Malicious software can damage your computer of

‘You have asked to install the Following item:
% Lightning  (Autor not veriSed)
https://addons.mozilla.org/thunderbird/downloads/Ffile /92622 /lightning-1.0b2-tb-win

|_IARPWATCH (2375)

[ ArtInstitute

At 3
[Jautoinfo i e Install {4) Cancel
|| AVEngine Mozilla’s Thunderbird is all yours - your language, you
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Configure Thunderbird with Lightning

= March 2011 - Mozilla Thunderbird

e g

~‘k March 2011 - Mozilla Thunderbird 10 Reminders

58
File Edit VYiew Go Message ( Eventsand Tasks Jools Help S—— _ [l
- _ = Thursday, March 10, 2011 10:00 AM — 11:00 AM Snooze for -
2\ Get Mall M Write ~ Address Book | > feisih LRl Dismiss L End Category
|
| 2 1nbox [(Qﬂle;dar x B8 IT Group Meeting Wednesday, March 09, 2011 9:00 AM
March 2011 4 0 » ‘EventsintheNext:i ays 7 contain PC Managers Meeting Today at 9:00 AM
= Lunch - Private Friday, March 11, 2011 12:30 PM i
5u Mo T1u V\;e T; l:v :;_a Title Start CWs: 913 |Day | week | Multiweek | M
e Test Tuesday, Marchon, 2011 700 A | | Tharsday o i
13 14 |15 | 16 17 18 19 1 3 9
20 21 22 23 24 25 26 eiriell

27 28 29 30 31 1 2

« Today B March 2011

Back

=l Calendar Sunda Monda: Tuesda;
! 27 ' 28 Feb : 1M 5:00 AM 1T Group .. 4 ) 1000 AM HP Iet. 2:30 PM Lunch -
¥ Home - =

kMarch 2011 - Mozilla Thunderbird 8 &

& | 1000 A

Create a new calendar
Locate your calendar 53 %

A username and password are being requested by https:{fzimbra.anl.gov. The site says: "Zimbra"

7]

User Name /| westbroo \ ‘
=
o ]

[[] use Password Manager to remember this password.

S — Provide infn-abeat-w 0 access your remote c3
Create New Calendar Format:

Password:

Create a new calendar O calpay Create New Calendar (=
Locate your calendar -
Offine ¥ (O 5un Java System Calendar Server (WCA Createaniew calendar Edit Calendar
Your calendar can be stored on your co Location: ~5rl.gov/home/westbroo@zimbra. aps.anl| Customize your calendar e
server in order to access it remotely or -
Print co-workers., You can give yo eRdar-a-mickname an Calendar Name: | My Zimbra Calendar ‘
-~ it (R I
bave: Zlmbva Calends Location: https:f/fzi anl.govfhome) i .aps.anl.gov/Calendar ]
4 Colar: @ E-Mail: Mary Westbrook <westbroo@aps.anl.gov> v ‘
Show Alarms:

E-Mail: Mary Westbrook <westbrg
l Mext 6 [[] Cache (EXPERIMENTAL, requires restart)

3 (o J [Jeenca ]

xt > Cancel
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Zimbra for MAC Users
Settings for MAC OS X Calendar Program

Under Preferences->Accounts (add by clicking "+"

Select Account type: CalDAV

Fill in the following: : ‘
Username: Your ANL_user_name (no @ sign, no domain) Mac

Password: Your ANL_domain_password

Server address:
https://zimbra.anl.gov/principals/users/ANL_user_name@zimbra.aps.anl.gov

NOTE: Replace ANL _user_name with your ANL user name. There is no slash at the end of
the URL

Click "Create"

5. Once the account is added, a list of available calendars will be listed on the left
pane of the iCal window. All calendars are displayed by default.
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Zimbra and Sun Calendar Feature Comparison

Use of different calendar color(s) X
View another calendar (by default) X
View calendar tab (by default) X
Add general comments/notes to a specific day X
Add URL to an appointment/meeting X

Selective remove certain dates from a recurring X
meeting, while maintaining history

Search for attendees X X (flakey)
Vendor provided User’s Guide X
Remote Access Using ZWC and TB, no need Access via VPN/CryptoCard

to VPN/CryptoCard or access or via APS Web Portal
APS Web Portal

Ability to search all calendars X (flakey)

“Go to” calendar date X

Calendar reminders via email/page Coming with v7.0 X

Web interface login timeout 6 hr inactivity timeout (with  Set to 1 week

software updates need to re-
login)
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Help with Zimbra
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Zimbra - Where to get help?

HelPL

= ZWC Help Feature — check it out!
= APS Zimbra Wiki
— http://wiki.aps.anl.gov/zimbra (Soon: https://wiki.aps.anl.gov/zimbra)
= ANL Zimbra Wiki
—  https://wiki.anl.gov/public/CIS Email Services/Zimbra User Documentation
= ANL Zimbra User FAQ
— https://wiki.anl.gov/public/CIS Email Services/Zimbra User Documentation/FAQ

= Zimbra User’s Guide

— http://www.aps.anl.gov/APS Engineering Support Division/Information Technology/Service
s/Email/ZWC%20User%20Guide 6 0.pdf

= Zimbra Wiki, open-source community _—_—
e . OB c x "
—  http://wiki.zimbra.com T s

= QOpen a support request with APS IT (client side)|™
— http://www.aps.anl.gov/hd

Web Images Videos Maps News Shopping Gmail more -

GOUS[ @ | zimbra chnpexiernal users imvite me Search | e
st 1788 e 0

2 Everything

lendar permissions | InfoTech Tuesday
alen i

M . M Y dunt, imbra Calendar, you can specify who is allowed to see your ... Zimbraf
= APSIT will contact CIS, if needed (server side R e el
Vi B videos hitps://blogs.k-state.edu lend - Cached and Group

P tmail

. = News Identifying who ¢an invi u to meetings i
™ . @ Shopping Allow only intemnal users to invite me to meefings. Only interal users can send you an ——

ote: Users may not contac irec
. " Discussions 1a/.._/ldentifying_who_ca ite_you_to_mestings.htm - Cached

- Block all inria.fr results

. .
d Z b SOLVED] Privacy and publishing freefbusy - Zimbra :: Forums
regarding 2imbra e | D m———
ol

nal public access to ... 34675 - empty
g CLl issues can

"= You can always Google it! nits o

External IM support for Web Interface - Apr 3, 2009
Appointments behavior

- Dec 8, 2008
m

! - Jan 26,2007
>

More results from zimbra. co
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APS Zimbra Wiki

= Lots of helpful Zimbra information is found on the APS Zimbra Wiki

Migration instructions

Email client configuration details

How to configure automatic Laboratory user email address lookups
Address book import/export information

Platform-specific information
e For example, how to configure Mac OS X calendar program to access Zimbra calendar

How to configure your mobile device to sync with Zimbra mail

And, more...

= This presentation and all future Zimbra documentation will be published on the
APS Zimbra Wiki:

http://wiki.aps.anl.gov/zimbra
Bookmark it!
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Thank You

= Thanks for your kind attention!

=  We are all continually learning new things about Zimbra, as we do we will be
updating the APS Zimbra Wiki: http://wiki.aps.anl.gov/zimbra

= For assistance open a support request at http://www.aps.anl.gov/hd
= Check out the origin of “Zimbra”:

— http://blog.zimbra.com/blog/archives/2005/09/so-whats-a-zimbra.html

Happy :Z IMDPIrQ‘ing!
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